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MINDIES OF STAFF MEETING 
AJTJIEJIS T2 TIV.E STAFF CHIEFS 


0 June 1953 


1# Colonel T.'hite stated that requests from offices for extending individ- 
ual consultant appointments into the next fiscal year should be made only after 
the most careful consideration by the requesting office. The Director has asked 
that the need for consultant services be closely examined in each case in order 
to bring about a drastic reduction in this category. Colonel hite asked that 
DD/A offices adhere to this policy in connection vjith the current survey of con- 
sultants whose names null be proposed to the Director for retention during the 
195U fiscal year. 


2 0 He cent difficulties experienced by an Agency employee which were of a 
personal rather than an official character xvere cited ly Colonel bhite to illus- 
trate the responsibility of all officials in the supervisory chain to lend 
assistance to employees in overcoming such problems. Effective suoervisor- 
emplcyee relationships require supervisory officials to be alert to the existence 
of employee problems of a personal nature or situations which indirectly impinge 
on employees' assignments in the Agency. bherever possible, the human relations 
aspect of supervision calls for the supervisor to interest himself in such em- 
ployee problems, and when appropriate, to give advice and guidance or other posi- 
tive assistance 0 


3* Colonel hite referred to some laxness which has developed in observing 
the rule that non-routine correspondence to other Government agencies should be 
prepared for the signature of the Deputy Director (Administration) . He requested 
that letters or memoranda addressed to Government departments on subjects of 
administrative policy and procedure, other than items which are generally ex- 
changed at the action or working level, be routed to the Deputy Director ( Admin- 
istration) for signature* 


It. Colonel hite referred to statistics on personnel overtime recently 
developed ly the Budget Office. These data showed that some m/fl offices we: re 
far in excess of the Agency average of overtime performed, hilo it could be 
understood that the particular work carried on in come of these offices accounted 
for the higher figures. Colonel white remarked that there was. an apparent need 
to raise the question of xvhether a drastic reduction might not be realised. In 
this connection he said he wanted to make certain that no office was employing 
a fixed percentage figure of personnel to be kept on duty merely to meet the 
requirement that skeleton forces be on duty on non-work days. The minimum re- 
quirement set ly DD/A is to have a responsible official on hard at each office 
during Saturdays until one o'clock unless special conditions dictate a longer 
stay. This person must be able to respond effectively in the event a call for 
assistance is made upon the office from an appropriate source. 
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5’e> Colonel b'hite expressed the hone that proper administrative plans would 
be developed by the beginning of the next fiscal year for each of the older Agency 
projects for vMch no such plans had been previously isstted. 




7® Colonel V.hite discussed the need for each office within the DD/A area 

to observe and. respect the professional intercity of the other offices under DD/A. 

This requires of lice heads to make sure that personnel wider thcTr'kTirectirdh ' ao 
not suggest or comment to operating offices that thqy are not in smipatliy with 
policies, methods or specific decisions emanating from other DD/A offices. To 
criticize another administrative office till destroy essential teamv/ork and create 
friction and poor morale. Areas of disagreement should be freely discussed between 
the offices themselves and v.dth the Deputy Director (Adjninistr- kion) if no agree- 
ment can be reached otherwise. The advertisement of such disagreements outside 
the DD/A organization cannot be eondoned 0 


8. Colonel White said that the objective of obtaining completed staff work 
\ on P^t of DD/A offices was still far short of accomplishment. Staff studies 
i frequently fail to present a clear-cut recommendation for action. Often, such 
i studies reflect confusion between fact and conjecture, findings not supported ty 
| analysis of the facts or discussion, as well as errors of grammar, typography and 
| poor formats 

9* In response to an inquizy made ty Colonel Edwards, the Personnel Office 
was asked to look into the feasibility of employing dependents of Agency employees 
on a seasonal or part-time basis, particularly young people who are at home from 
school during the summer months. Because the clerical shortage is presently so 
acute it was Colonel white* s feeling that the possibilities of employing persons 
in this category should be carefully explored. 
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